
APPLICATION FOR RECORDS RETENTION SCHEDULE 
- -  

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Schedulino Section. 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

FOR AGENCY USE 1. Agency Address FOR'RECORDS MANAGEMENT USE 

ipplication Date Department o f  Education 

q a u t a :  Donna E.  Mi l l e r  Georg 

Divis ion of Vocational S t a t e  
and Operat ions,  $766 Twin  

Off ice  of  Vocational Education : 
ipplication Number 

~- ~~ ~ - ia-30334 ~~ ~~ ~. 

CPerson to Contact Working Title Telephone Number 

3. Action Requested 

Director, S t a t e  Planning (404) 656-3435 ___  ~~~~~~~~~ 

~~~~~~ ~ ~ ~ ~~ ~ ~ ~~~ ~~ ~ ~~ ~~ ~ ~ ~~ ~ 

a. 0 Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

Checkone: @ Change; 0 Supercede; 0 Void 
ffollowed by title used in office; if different) 

Accountabi l i ty  Report f o r  Vocational Education P u b l i c a t i  
- ~ ~ ~ ~. ~~~~ _ _  1970 

5. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? Fi  l e i  
The S t a t e  Planning U n i t  o f  t h e  Division of Vocational S t a t e  Planning and Operat ions i s  
r e spons ib l e  f o r  coord ina t ing  t h e  planning,  development and maintenance of  a S t a t e  
Plan f o r  s t a t ewide  ope ra t ion  according t o  requirements of  t h e  Federal laws governing 
Vocatisnal Education. 
and implementation o f  t h e  Department's Method o f  Adminis t ra t ion (MOA) of  the Off ice  
o f  Civi l  R i g h t s  ( O C R )  guide1 i n e s  f o r  Vocational Education. 

T h i s  U n i t  i s  a l s o  r e spons ib l e  f o r  coord ina t ing  t h e  development 

__ . __ - .~ I ~- I_ 
1. Record Series Description 

Documentsrelating to: maintaining coples  of  S t a t e  Plans and Accountabi l i ty  Reports f o r  

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 1 

Vocational Education programs. 

lncludedare: record copies  of  the S t a t e  Plan f o r  Vocational Education; the  Annual 
Program Plan f o r  Vocational Education (camera-ready copy 1970-77, p r i n t e d  copy 1978 and 
o n ) ,  which updates and amends Five-Year Plan; Annual Program Plan Summaries which 
summarize da ta  contained i n  the Annual Program Plan; and annual Accountabi l i ty  
Reports,  compiled approximately two y e a r s  behind each Annual Plan,  which o u t l i n e  
accomplishments o f  each Plan. 

Fileisarranged: Chronological ly  by d a t e  of  pub1 < c a t i o n .  

How often are records referred to which are: 
. I .  

C h n t h l y  Reference Rate 

One to six months old ; Seven to twelve months old --; Thirteen to twenty-four months old --; 

~ ~- ~ 

twe_nty-five months and older ? 

Letter-size drawers ; Legal-size drawers ;Shelves ;Other (specify) Per Wear 
KAnnual Rate of Accumulation of Records 3 - 4  p u b l i c a t i o n s  

.s 

R-50-71;. Rev:76 . .  . -  (Over) . .  



a. 1s this the official copy of the series? 
If. not. where~is it? ~~ ~~ 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
~ ~- 

I 1. f 

-. -~ .~ _. 

~~ ~ . . ~- ~ 
c. I s  this a v i g l  record? 
d. Does this .~~~~ serieshave historical or IongteJ~m research value? 
e. When one or two documents in the file make it necessary to keep the entire fi le for a ldng period, could these 

f i ~  Is yhe information containedhthismies ever.published? 1f.yeeattach CODY. - 

'g. l i the  information contained in this series ever analyzed andlor recorded in a summarized report? 

h, Is  there aduplication of this series in your office, or in another office or agency? 

- documents be sched*l~edparatelv? . .. ~ ~ ~ 
~ -. - ~ ~ p  ~ 

. .  

~ ~ If vetattach copy, _-p--~-~.J:--~ ~~~ ~~. * - . .~~~ ~~ ~ 

~ _ _ _ _ _ _  -~ ~~ -~. If v e t  where? 

j. Does the-recardsxies result inawmputer w i n m t ?  
. .. l p ! s ~ _ t h h r i e s  lor a m - ~ ~  Qfitl_regularlu m i m e d ?  . ,. . - ~ ~- 

:ion Requirements The following requires the series to be kept: 

a. State Law --years. d. Audit period years. 
years. ~ ~ ~ ~ ~ e. Adminittrative need . years. b. Statute of limitation ~ ~~~~~~ ~ 

c. Federal law --years. f. Federal retention instructions ..~ , ~ .  --~ears.  

Attach copy or excert of laws or regulations. Explain administrative need. 

-- 

Record .copy n p t  needed i n  the  o f f i c e  qnce p u b l i c a t i o n  i,s publ ished, sin-ce re fe rence 
copies a re  a v a i l a b l e  

. . . . . .  . .  - .  

2. Approved.Disposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: 
0 Calendar Year; eh Fiscal Year; 0 Other . .  . 

. . .  

0 Hold in the current files area -. . -month(s) - . - year(s); then 
0 Transfer to local holding area; hold -:-.year(s); then 
0 Transfer to State Records Center; hold 
0 Destroy. 
eb Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 

---then. 

These instructions apply to all prior and future accumulations of the series. 

J State Records Committee (Signaturn) Date 
lecommendations in para- 
raph 12 are approved. 
If disapprbved, attach letter 
f explanation.) Secretary of StateIDesionee 

- 
State AuditorIDesignee 

~ 

Attorney GenerallDerignee 
3-50-71; Rev. 76 



* .  P 

FTHE SECRETARY OF STATE APPLICATION FOR RECORDS RETENTION SCHEDULE 

History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

File i s  arranged: Chronologically by date of publication. 

.~ __._ -~ . 
.8. Monthly Reference Rate How often are records referred to which are: 

: Seven to twelve months old .; Thirteen to twenty.four months old 
. .  One~to six months old 

(.- 

: 3- 4 pub 1 i cat  i on s 
? '. &entt-f ivemo~nths- and older ~ __~_ ~. 

T A n n u a l  Rate of Accumuldon of Records 
Letter-size. drawers -- ; Legal-size drawers .~ ' ; Shelves ; Other (SpLify) per .year - 

~ ~ .~ 

Office of Vocational Education 
Division of Vocational State 
and Operations, State Office Building 

\ - 2 9 - 8 (  ( F E B  3 1981 Gear&-_ ~~ - ~- __ _ -  
2. Person to Contact Working Title Telephone Number 
Daniel N. Fleming Coordinator, State Planning 656-3435 

~- -- ....- ~.~ - ~ ~~~ ~~ ~ 
~~ ~ ~~ ~ ~ -. ~- - -~ _~ 

3. Action Requested 
a. !Z Establish Retention Schedule; record will continue to accumulate. 
b. 
c. 0 Amend Application No. -~ -~ Checkone: ,n Change; 0 Supercede; 0 Void 

U Dispose of present accumulation: no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) I Files 
4. Dates of Series 
Earliest , Latest 

-~ 1970 
6. Division and Office Function 

I To Date I State Plan and Accountability Report for Vocational Education Publicat 
What is  the function of the Division and the Office in which this record series is  created? .~ 

The Stare Planning Unit of the Division of Vocational State Planning and Operations is 
responsible for coordinating the planning, development and maintenance of a Five-Year State 
Plan for statewide operation of vocational education that establishes needs, goals, policie 
regulations and guidelines. This Unit is also responsible for coordinating the development 
and implementation of the Department's Method of Administration (MOA) of the Office of 
Civil Rights (0CR)guidelines for Vocational Education. 

- .- _ _  
7. Record Series Description 

Documents relating to: 

This f i le contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 
maintaining record copies of State Plans and Accountability Reports f t Vocational Education programs. I Included are: record co ies of the State Five-Year Plan for.Vocationa1 Education; 
the Annua? Proeram Plan for Vocational Education (camera-ready COPY 
1970-77, ,printed copy 1978 and on), which updates'and amends Five-Ye: 
Plan; Annual Program Plan Summaries which summarize data contained ir 
the Annual Program Plan; and annual Accountability Reports, compiled 
approximately two years behind each Annual Plan, which outline accom- 
plishments of each Plan. 



- If not, where is  it? . ~~ - 

~. . 

-Jfxes. attach copy, -~ ~ -- - _ _  __  
h, Is there a duTlication of this series in your office, or in another office or agency? 

I f  ves. where? ~ 

- ~~~ ~- 
11. Retention Requirements The following requires the series to be kept: 

a. State Law - . ~  years. d. Audit period -years. 
&years. e. Administrative need - -~ ~ --years. b. Statute of limitation 

c. Federal law --years. f. Federal retentioh instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Rec& copy not needed i n  t h e  o f f i ce  once publ icat ion i s  published, since reference copier 
a r e  available.  

I 

- .  

_____ _ _  ~~ ~. - ~ ~~ ~- _- . .  

12. Approvkd Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
, .  

0 Calendar Year; b ' F id ' l  Year; 0 Other .~ 

Hold in the current files area --.-month(s) yearls); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
W Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearls); then 
~ ~ .- yeark); then 

These instructions apply to all prior and future accumulations of the series. 

3ecommendations in 
yaph 12. are approv 

,f explanation.) 


